Appendix C: Top Ten Pitfalls and How to Avoid C:1

06/01/03

1. Who Am I?

2. Where Am 1?

TOP TEN PITFALLS AND HOW TO AVOID

Remember to check the party ROLE drop down menu for the party you
add and identify their role in the case, i.e. debtor, creditor, plaintiff, etc.
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The debtor’s county of residence determines the divisional assignment, not
by where it is convenient for counsel to attend the 341 meeting.

EEC F Bankruptcy . Adversary . Query

Cpen New Bankruptcy Case

Reports . Utilities . Logout

[Divisional Office iz set to Des Moines based on the zZip code 50002 of the debtor
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3. Matrix, Matrix. Who’s got the matrix?

The matrix is part of the bankruptcy petition software. When entering a
case via Open a BK Case, you must still remember to initiate a separate
step to upload the creditor matrix file into the database. Note: This does
not apply if you use the Case Upload option. A browse option appears to
select your matrix. If you use the “One Touch” system with software
packages this also uploads the creditor matrix.

Creditor Maintenance

Enter individual creditors
Upload a creditor ratrix file
Edit creditors

=
Bankruptcy . Adversary +  Query . Reports . Utilities . Logout ?

Open New Bankruptcy Case

Enter the name of the case file I Browse
Example: c:Debtor.txt
Enter the name of the petition file I Browse
Example: c:Petition.pdf
Enter the name of the matrix file I

. A:' Timmons. txt Browse...
Example: c:Creditor.txt
Enter the name of the Chapl3 Flan file I Browse
Example: c:Plan.pdf

Nesdt Clear

4. Every document is unique and deserves its own name.

When you fail to give unique names to documents you scan, you will
undoubtedly soon be unable to find anything in your documents folder.
Refer to User’s File Guide Part 1, Chapter: Document Preparation,
Section: File Name for hints on naming files.

B & @
Security  Shop Siop
-] @7 what's Related

utilities

Bankruptcy . Adversary Query Reports Logout

File a Motion:
02-00080-4-1mj Henry Lopez

File upload
=l = cf E-

T)01-6539pet001. pdf
~AWRDOOT S, tmp ) 03-895mithmo
~UWRDO456. tmp C
~WRD3797.tmp
~AWRD3E67.tmp
~AWRLOODS tmp
=] ~WRLOB43 tmps
WRLO707 tmp

Loak in

IF ADDING NEW PARTY, DID 3

IF INOT, USE YOUR BACK ERO

Select the pdf document (For example

imc
5 OF SECTION 341 MEETING

Filename IUTE
Size! 31.5 KB

|Attachments to Document: & INe

F
WRLL142 bmp 3
WRLLEZ2 bmp
AWRLI460.mp

laink.vepd

Mext Clear

“ |
File: name: [03-83smithmo. pdf = Open |
=l Cancel
2

Files of type: [&1 Files )

=0 S b = =
dlistort ||| o) & B = || @oomna . |[FEcvvec., @leleciie.. | Elslechiz. . | Belectie... | Msnapshot | Bymy poc...| Eijossss... | NMd @ 12sam

CM/ECF User’s Guide



Appendix C: Top Ten Pitfalls and How to Avoid Them C: 4
06/01/03

5. The term verifications stems from “verity” or truth.

Attorneys should not file verifications or amended documents without first
having secured their client’s approval and original signature on a
document. The document is retained in the attorney’s file.

6. Ooops I did it again!

You probably don’t need a Motion to Withdraw a Document that is
incorrectly filed. Use the code Withdrawal Document in Other/Misc.

)
Bankruptcy . Adversary . Query . Reports . Utilities . Logout ?

Miscellaneous

Transcript =l
“Yerification of Matrix

“aoluntary Petition Chapter 11

“aluntary Petition Chapter 12

“/oluntary Petition Chapter 13

“aluntary Petition Chapter 7

“Yoluntary Petition Chapter 3

Withdrawal of Docurment

et Clear

7. More creditors than you know what to do with?

If the debtor has found more creditors after the bankruptcy has been filed,
it is the attorney’s responsibility to file amended schedules, matrix and a
notice with the court. It is also the attorney’s responsibility to notice the
added creditor(s) of the bankruptcy and all applicable deadlines in addition
to paying the court the $20.00 filing fee. Refer to User’s Guide Part 2,
Chapter: Processing Motion, Section: Amendments.

8. Avoid embarrassment. Have an adequate credit card balance.

If the attorney files a pleading or a case and the credit card is declined,
there can be an entry on the court docket indicating the card was declined.
ECF sends an e-mail to all participants in the case.

9. How come the attorney didn’t get the e-mail?

DID YOU CHECK THE ASSOCIATION BOX WHEN THE FIRST
PLEADING WAS FILED IN THE CASE?

= c =~
UE F Bankruptcy . Adversary . Query . Reports . utilities . Logout ?
Miscellaneous:

02-00080-4-lm) Henry Lopez

e following attorney/party associations do not exist for this case
[Please check which associations should be created for this case:

I~ fWells Fargo Home Mortgage, (crer) represented by Miller, John (aty}

Mext Clear
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Did you change any address information when the attorney was added to a
case? If an attorney is added to a case and the filer edits the attorney
information on the screen, a new record is created for the attorney. This
new attorney is NOT registered for ECF, does NOT have an associated
login and password and will NOT receive e-mail in the case. MODIFY
ATTORNEY INFORMATION USING UTILITIES, MAINTAIN YOUR
USER ACCOUNT.

EE F Bankruptcy . Adversary ¢ Query . Reports . Utilities . Logout

[Search for an attorney

BarTd
Last name

Search | Clear

|Attorney search results

Miller, Mitch k.

=

Select name from list Create new attormey

The attorney is only in the database one time.

His database address is shown below.

EE F Bankruptcy . Adversary . Query . Reports . utilities . Logout
\Attorney Information (Party Lopez, Henry )

\John Miller Bar Id:1s0000001 Bar Status: Active

Office | Address 1 [1234 Hain st.

Address 2 | Address 3 |
City [pes Maines | State [12 |
Zip [sozos Comntry [
Phone [55 275 5555 | Fx [

E-mail I Lead attorney |yes =
Cick the A dd attomey or Cancel altormey button Lo relurm to
Add attomsy | | Cancel attornsy | [ Clear | the Party scrsen and add other attomeys, add atiesss, or

submi all informatien for this parly.

After filing the document in a case, he receives an e-mail of the

transaction.
EE F Bankruptecy . Adversary . Query . Reports . utilities . Logout
The following transaction was received from Miller, John entered on 2/28/2003 at 10:05 AN CST and filed on 2/28/2003 -
Case Iame: Henry Lopez
Case Number: 02-00080-4 -lm;

Document Number: 47

Docket Text:
[Motion for Relief from Stay Filing Fee $75.00 Receipt # CC Filed by Tohn Miller on behalf of Henry Lopez. (Miller, Tohn)

The following document(s) are associated with this transaction:

[Document description: Main Document

Original filename: JACMECF Training IMat\03-8%smithmo. pdf’

[Electronic document Stamp:

K eyFile (app01/BRECEesticerverizerver). foupportiF evs/iapp0 BEECE!
test/server/support/F evs.key) is not available for this court

02-00080-4-lmj Notice will be electronically mailed to:

02-00080-4-Imj INotice will not be electronically mailed to:
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1234 Main St

[Tohn Idiller
[Mrs Maines L TA 50309

Mr. Miller decides to changes his address with entry of the next case.

\Attorney Information (Party Lopez, Henry )
\John Miller Bar Id:1s0000000 Bar Status: Active
Office | Address 1 [1234 Main st.
Address 2 | Address 3 |
City |inkeny State |Ii
Zip |s0312 Country
Phone |515-278-5555 Fax
E-mail I Lead attorney |yes ~
Click the Add attorney or Cancel attomey button to return to
Add attorney | Cancel attomey | Clear | the Party scresn and add other sttomeys, add aliases, o
submit all information for this party

Now Mr. Miller will not receive e-mail for his next case though he
retained his e-mail address. The new party record is not registered for
electronic filing.

Also, there are now two attorney records in the database for Mr. Miller.
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